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Creating a new POI
Trigger:

Concept

Create anew POI record

POI (Person of Interest) is a person with an attachment to the University System (Emeritus
Faculty, Volunteer, etc) who is not an employee.

This process should be used to create a POI record.

Please refer to: http://www.maine.edu/pdf/UsingUPK .pdf
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Process Document

HRMS: Creating a new POI

Procedure

Menu =
| Search:

[ Wiy Favarites

[ Self Serice

[ Manager Self Service

> University of Maine System
[ Waorkforee Administration
> Benefits

[> Compensation

(> Time and Labor

(- Payroll for Morth America
> Payroll Interface

& yipriforce Developmeant
> Organizational Development
[ SetUp HRMS

[ Setlp SACR

> Enterprise Components
[ Worklist

[ Tree Manager

[ Repaorting Tools

[ PeopleToals

[ Packaging

- Return to Portal

|- My Personalizations

[— My Systern Profile

| Wiy Dictionary

-0 KR,k u-LUAD

Personalize Content | Lavout

|®

" BeopleSaft

S @ Trusted sites

Step Action

1. Click the Workforce Administration link.

[i= warkforce Administration]

2. Click the Per sonal | nfor mation link.

[z Persanal Informatian|
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- My Favorites
(- SelfSenice
- Manager Self Service
- University of Maine System
[ Warkforce Administration
|

> Biographical
I> Organizational
Relationships
> Parsanal Relationships
I Citizenship
[> Disability
— Add 8 Persan
— Midify & Person
— Person Organizational
Summary
— Search for People
[ Job Infarmation
> Benefits
[ Compensation
(- Time and Labor
> Payroll for Morth America

ﬁf Personal Infermation

Maintin information about & person regardess of Jobs

Add a Person

E" Search for People
Search for peaple in the database using flexible Searchivatch
criteria

Ll‘/‘,[ Personal Relationships

" Create or modify the relationships that & person has
Dependent information

metcency Corlact

mergency Cortacts Report

Modify a Person
Moty & person's basic information, SUCh 35 Name and cortact
infarmetion

Biographical
Maintain kingraphic intormation tar & person including rames,
adresses, drivers licenses, bank accourts, ste

Wodlify & Person

Search by National [

#] citizenship
" Citizenship, Visa, Permits information for & Person

Idertification Data

Employee Presence Test LISA
CiizenshipiCourtry/visa Audi
Passnort/visa Expiration Audt

Edit *Personal Information” Folder

=] Berson Oranizational Summa
View & sumimary of allthe organizations| relationistips for &
person

[ﬁ Organizational Relationships

Creste or modity the organizationsl relationships that & Person
can have

Add a PO Relationship

Maintain a Person's POI Rettn

Person Checklist

2 More

[////J’ Disabil

Indlicate if & worker is disabled and o recard detals of the
disabiity
= Disabilties
= Disahility Report ITA

(- Payroll Interface
- workforce Development

(> Organizational Development
(- et Up HRMS

- Set Up BACR

> Enterprise Components

- Wiorklist

(> Troe Manager

(> Reporting Tools

> PeopleTools

- Packaging

|- Beturn to Partal

|- My Personalizations

= My Systermn Profile

|~ Ity Dictionary

<

8 @ Trusted sites

&) Dore

Step Action
3. Click the Add a Person link.
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Document
MaineStreet

# MaimeStreet

- My Favorites —

[ Self Senice

> Manager Self Service

- University of Maine System

[ Workforce Administration

= Parsonal Information

[ Biographical

[ Organizational
Relationships

I Personal Relationships

> Citizenship

> Digability

A rsan
— Ml Ferson
— Berson Ornanizational

Q-0 KRG L&k

-2m-UE 3

Mew Window | Help | Custamize Page | W&

ﬁi% HIRE/EMPLOYEE SEARCH

Welcome ta your Hire/Employee Search. Before adding a new employee, you need to determine if there is a match
in your current HR Payroll, and Benefit System or if the employee exists in the Student Adminigtration System.

Enter at least one criteria for the search to be able to perform its function and then click an the Search button.
If any matches are found they will be displayed. The information will display if the employee resides in the Student

Administration Systern or your current HR, Payroll, and Benefit System. If they reside in the later, then you must go
to the Job Data page to rehire the employee. A link will be provided next to each employee to take you io the

Summary
— Search for Peaple
> Joh Informatign

[ Benefits
- Compensation
[ Time and Lakor
[ Payroll for Morth America
[ Payroll Interface
- Workforce Development
(- Organizational Development
[ SetUp HRMS
[ Setlp SACR
[ Enterprise Components
[ Worklist
[ Tree Manager
- Reporting Tools
[ PeopleTools
[ Packaging
|- Return to Portal
- My Personalizations
|- Mty Systern Profile
|- My Dictionary

¥

&) Dore

[» (=] matity

appropriate page to complete your transaction.

If the employee was retrieved from the Student Administration System all their biographical data will be retrieved so
you will not have to input. Only make corrections where necessary. Once you save the record it will be sent back to
the Student Administration Systern to update any changes you might have made.

Search Options:

First Name: National ID: | Search
Date of Birth: | [ EmpliD

\
Last Name: ‘
\

Address Line 1:

Search Results First (4] 4 of 1 [

Emplid System Source First Hame Last Hame: Date of Birth l ID Address Line 1

8 @ Trusted sites

Step

Action

Important Notes about Search Options:

1) Searching by National 1D only is not a safe option. Students are not required to
provide thisinformation. It can be useful for verification if other information
(name, date of birth) are not unique.

2) Searching by Date of Birth only is aprimary search is not a safe option. There
are many student records with blank date of birth.

3) Search should include a combination of name (first three letters of first and/or
last name) and date of birth. Narrow search with additional information if
necessary.

4) Always ask for current and former legal names, date of birth, and home address
for verification of search information for Persons of Interest.

5) If you know that the person has arecord in the CS Database, try different
spellings of the nameto search (i.e. Cath or Kath for Katherine, Catherine, Kathy,
etc)

Page 4
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Step
6.

Action

Click the Sear ch button.

# MaimeStreet
BRI

- My Favorites
[ Self Senice
> Manager Self Service
- University of Maine System
[ Workforce Administration
= Parsonal Information
[ Biographical
[ Organizational
Relationships
I Personal Relationships
> Citizenship
> Digability

— Modify a Fersan
— Berson Ornanizational

&R w-Jdi

NewWindow | Help | Customize Page |

ﬁi% HIRE/EMPLOYEE SEARCH

Welcome ta your Hire/Employee Search. Before adding a new employee, you need to determine if there is a match
in your current HR Payroll, and Benefit System or if the employee exists in the Student Adminigtration System.

Enter at least one criteria for the search to be able to perform its function and then click an the Search button.
If any matches are found they will be displayed. The information will display if the employee resides in the Student

Administration Systern or your current HR, Payroll, and Benefit System. If they reside in the later, then you must go
to the Job Data page to rehire the employee. A link will be provided next to each employee to take you io the

Summary
— Search for Peaple
> Joh Information

[+ Benefits
[ Compensation
[+ Time and Lakor
[+ Payroll for Morth America
[+ Payroll Interface
[> Workforce Development
I Organizational Development
[+ Set Up HRMS
[+ Set Up SACR
I Enterprise Companents
[ Wiorklist
I> Tree hanager
I> Reporting Tools
I> PeopleToals
I> Packaging
— Return ta Portal
— My Persanalizations
— My Systern Frofile

— v Dictionary

&) Dore

appropriate page to complete your transaction.

If the employee was retrieved from the Student Administration System all their biographical data will be retrieved so
you will not have to input. Only make corrections where necessary. Once you save the record it will be sent back to
the Student Administration Systern to update any changes you might have made.

Search Options:

First Name: [a0HN National ID: | Search
Last Name: \F’O\ Date of Birth: | [ EmpliD
If Mo Match (Continue To Add

Address Line 1: ‘

Search Results
1 0461901 Student JOHN LAROINTE 09/08/1943 006447965 29 Fort Rd
2 0456036 Student JOHM LAPOINTE 0272411954 006545578 33 Hersey St
30297145 Student JOHN LAROINTE 02/28/1968 103524688 Whitlack Lane
4 0376087 Student JOHN FOIRIER 111181865 005786652 PO Box534
50012718 HR Payrall,Benefit JOHN POISSON 082811855 005487788 Mine Prospect Street

(=] Notify

< | b3

8 @ Trusted sites

Action

Click the If No Match (Continue To Add) button.
[1f No Match (Continue To Add]
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Q-0

# MaineStreet

Biographical Details | Contactinfotmation, || Eeaional

HRAG LKk R w3

MewWindow | Help | Customize Page | B,
_ Drganizational Relationships -

Person ID: MEW

Find First 4 g o 1 ¥ Lot

‘Effective Date: 0511212010 &1 =
e

Fomattype:  Edlsn ]

Display Name: A

Biographical

Biographic Information

Date of Birth: B 0 Years (0 Months

Birth Country: usa O United States
Birth State: Q
Birth Location: |

Waive Data Protection [

History

Afternate ID:

S —— 0522010 5

T Unknawn

*Highest jonLevel: | A-Motindicated ol

*Marital Status: | single v|asor: |

Language Code: b

[JFull-Time Student

~ National ID

ush @

1
“Country *Hational ID Tvpe Hational ID

Find O et g1 M s
Primary ID
Social Security Nurmber v

& save | =] Notify | & Previous tak | =% Nexd tab | ) Refresh | Sk Add UpdalalDlspIEyl Z Include History

&) Dore

Biographical Details | Contact Inforrnation | Redional | Organizational Relationships

8 @ Trusted sites

Step

Action
Enter the desired information into the Effective Date field.

NOTE: Effective date can be current or earlier. Future dates will not be accepted.
Click the Add Name link.

Add Mame

Page 6
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3 A @ = !
-0 KRB LHFe RS m-LHS
# MameStreet
NewWindow | Help | Customize Page |
Edit Name
profi:
First Name: ‘ Middle Name:
Last Name: [
suft
7, Display Name:
Formal Name:
Name:
0K Cancel Refresh
&) Done B @ Trusted sites

Step Action

0 NOTE: Prefix, middle name, and suffix may be added, but are not required fields.
11.
12. Enter the desired information into the First Name field.
13.
14, Enter the desired information into the Last Name field.
15.
16.
[dunior
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MaineStreet

Q-0 HRG L 2% m-LIK B

# MaimneStreet

NewWindow | Help | Customize Page |

Edit Name

English Name Format

Prefiz: hir v
FEStName: [John Middle Name: a
Last Name: [Poi
— 5
o Display Name:
Formal Name:
Mame:
oK cancel Refresh

&) Dore

8 @ Trusted sites

Step Action
17. Click the OK button.
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MewWindow | Help | Customize Page | B,

nectvaDate: | [050112010 | =
“Format Type: Eng| :h a
Display Name: John Poi Edit Name

Biographic Information

Date of Birth: [ 0 Years 0 Months
Birth Country: US4 United Ststes
Birth State: [ Q
Birth Location: | \Waive Data Protection [
Biographical History
“Effective Date: [osio1/2010 | =
*Gender: Jrknovwn 68 ‘
*Highest ion Level: A-NotIndicated ~|
“Marital Status: Single v|asot. |
Language Code: b
Alternate ID:

[T Full-Time Student

~ National ID CL

First (4] 1 or 1 [M] Last

stomize | Find | view A1 | B
*Country ‘Hational ID Tvpe National ID Primarv D

Usa Q| Social Security Number v

ESave| [=] Motify | Prewuustahl = Nt Isbl L Refresh | ErAdd Updste/[)\sp\ayl 4 Include History

Biographical Details | Contact Information | Regional | Organizational Relationshins

€] B @ Trusted sites

Step Action
18. Click the Contact | nfor mation tab.

Contact Informs

19. Click an entry in the Add Address Detail column.

NOTE: At lease one address must be added. Home address is required, but if
actual home address is not provided, enter campus address information.

Add Address
Cetail
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C-©0 HRB LK -

# MameStreet

2 ow-Jd g

NewWindow | Help | Customize Page |
Address History
Address Type: Home
Address History Find  First 114 g1 [P Last
‘Effective Date  Country *Status  Address: FHE
0512010 [ USa QL[4 QL Aid Atdress
0K | Cancel | Refresh |
&) Done B @ Trusted sites

Step Action
20. Click an entry in the Add Address column.

Add Address
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Q-0 NG| LHke & =@-JFd B

‘A MaineStreet

i

New Window | Help | Customnize Page |

QuickAddress Address Selection
AddressLine 1

Address Line 2

\

\
AddressLine 3 ‘
city \
\

\

\

cm‘w Search Cancel
Quﬂaﬁibéms
&) Done B @ Trusted sites
Step Action
21. Enter the desired information into the Address Line 1 field.
22. Enter the desired information into the Postal Code field.
23. Click the Sear ch button.
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-0 KRB LHFe RS m-LHS

# MameStreet

Edit Address

Country: United States

Address 1: 111 Main St

Address 2:

Address 3:

Postal: 04401-6309 City: Bangor State: E Maine
County: Penobscot

oK Cancel QuickAddress

Override

For detailed instructions to edit an address, click on ‘Help' in to upper righthand corner
ofthe screen. Click on 'UPK!, then ‘Edit Address via Employes Selt-Sewice’ and then
select'Ses It

Ifyou need additional help, please contact your Hurman Resources Department.

Home Sign out

NewWindow | Help | Customize Page |

&) Dore

8 @ Trusted sites

Step Action
24. Click the OK button.
ok__|

Page 12
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Q-0 HRG L 2% m-LIK B

# MaimneStreet

Address History

Address Type: Home

Address History

“Effective Date  Country ‘Status  Address: [F[=]
osi0tizo1n [ usa @ A O 111 Main 5t Add Address
Bl Bangor, ME 04401-6309
FPenobscot
ok | cancel | Refesh |

NewWindow | Help | Customize Page |

8 @ Trusted sites

Step Action
25. Click the OK button.

Last changed on: 11/16/2010 2:19 PM
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0-0 N,z L a-LUHd D Ay -

Home

MewWindow | Help | Customize Page | B,

Biographical Details Contact Information Begional | Groanizationa Relationships
John Poi Person ID: MEW
Current Addresses
Addiess |, orpite [Status |Address
Type

111 Main 5t :
0S1201 & Bangor, ME 04401-5309 EdlilewAddiess () (=)
Penohscot | i

Phone Information

[ ——

Email Addresses 1]
‘Email Type ‘Emnall Address Preferred
e | ]

B save | [=] Motify | @) Previous tab I EﬁNexﬂabl b Refresh | B Aot LlpdalalDlsplayl Al Include History

Biggraphical Details | Contact Inforrnation | Regional | Organizational Relationships

&) Done B @ Trusted sites

Step Action

26. Click the Regional tab.
|
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‘# MaineStreet

MewWindow | Help | Customize Page | B,

Biographical Details | Contact Information

26 Regional

John Pai Person ID: MNEWY
~Eusa

Ethnic Group

Regulatory Region: L United States

*Ethnic Group:

Effective Date: 87012010 [ L]
Date Entitled to Medicare: ‘ ! Military Status: b
Citizenship (Proof 1): ‘ Citizenship (Proof 2): [

[CEiigible to Work in U.S.

Smoker History
"Smoker

ESave| [=] motity | Prewnuslahl = Mext tab | L Refresh | B Acid Upda‘EJD\splayl Al Include History |

Bioaraphical Details | Contact Information | Regional | Organizational

&) Dore

8 @ Trusted sites

Step Action

27. Click the Look up Ethnic Group button.
&

28. Click an entry in the Ethnic Group column.
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Q-0 HNR® LK 2% m-LJH B

Home

“Blogtaphical Details: | Contast Information

Regional

| Graanizational Relationships |
John Poi

v = ysa

Ethnic Group

MewWindow | Help | Customize Page | B,

Person ID: NEW

Regulatory Region: US4 U United States “Ethnic Group: MSFEC 2

ot Specified

Clprimary
=
e e 00172010 [
Date Entitled to Medicare: | i Military Status:
Citizenship (Proof 1) [

Citizenship {Proof 2):
[ Eligible to Work in LS.

e

Save Motify | (=i Previoustsh | SiNexttab | L Refresh
£

Eedd UpdalelD\sp\ayl Eﬂ\nc\udemmw'
ingraphical Details | Contact Information | Regional | Dreanizational Relationshing

&) Dore

8 @ Trusted sites

Step Action

29. Click the Organizational Relationships tab.

Page 16
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£l A > A - x
- 8 7 O <k . B o - X v -7
Q- O ARG PLPKO R = KB '
# MaineStreet
NewWindow | Help | Customize Page |
Contact Information [ Regional | Organizational Relationships
John Poi Person ID: MNEWY
Choose Org Relationship to Add
[JEmployes Add the Relationship
[Ccontingent worker
[JPerson of Interest
Checklist Code: Go 1o Person Chechlist
B save | [=] Notity Frewuuslah‘ | L Refresh ‘ [Eemod | EE|UpdateDisplay | Include History
Binaraphical Details | Contact 1| Regional | Organizational Relationships
&) Done B @ Trusted sites

Step Action

30. Click the Person of Interest option.

31 Click the drop-down arrow to select from the Person of Interest list.
32. Click the Non Payroll Personslist item.

[Man Payrall Persons |

Last changed on: 11/16/2010 2:19 PM Page 17



Process Document
HRMS: Creating a new POI

Q-0 RNEd ke 28 #-LJF 2

# MaineStreet

MewWindow | Help | Customize Page | B,
'Blographical Delails Infarmation | Regienal Organizational Relationships
John Poi Person ID: MEW
Choose Org Relationship to Add
CIEmployee Add the Relationship
[ contingent Worker
[“Iperson of Interest
Checklist Code: Go to Person Checklist
B save i [=] Wity ] @ Previous tah I = e -:w-] L Refresh ‘ Eradd | FElupdsteDisplay | JE Include History
Biographical Details | Contact Information | Regional | O Relationships
&) Done B @ Trusted sites

Step Action

33. Click the Add the Relationship button.
[ Addihe Relationship |

Page 18 Last changed on: 11/16/2010 2:19 PM
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Q O HNRG LK 22 w-JH1B
# MameStreet

Add Person of Interest

New Window | Help | Customize Pac Saved

John Poi Person ID:

Person of Interest Type:

Mon Payroll Persons

0041894

Description (Used by phone directory)

First [ 1 0f 1 [M] Last
‘pornstance:| porcategory:| 2 =
Business Unit: liq Begin Date: ‘ £l End Date: | El
Department: ’7 Q Last Update:
Location: Q by: 0012790
Reports To: Q

Comment:

0K ‘ Cancel Apply

&) Dore

8 @ Trusted sites

Step Action

35.
[&]

Enter the desired information into the POl instance field.

Click the Look up POI Category button.

Last changed on: 11/16/2010 2:19 PM
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Q-0 RNEd ke 28 @-LJF 2

Home

bew viindow | Helo | 5}

Look Up POI Category

POl Category:| hegins with v |

Look Up ] Clear I Cancel Igagmmnkup

Search Results

10001 Emeritus Emelitus Fatuity
10002 Wisit Fac Visiting Faculty
10003 Ere-Hire Pre-Hire

10004 Consultant Consultant

10005 Walunteer Walunteer

110006 Alumni Alumni

110007 Retires Betiree

10008 Approver Off Campus Approver
10008 Contractor Contractor

j1o010 Intern Intern

10011 Supenisor Hon-Employee Superisor
o2 Gow. Anent Government Agency
110013 Health Cr Health Center
110014 AsstCoach Assistant Coach
10015 Recruitar Admission Recruiter
10016 Grad. Ay, Graduate Advisor
ooz Militar; Military Instructor
10018 Hire Fac. Pre-Hire Faculty
110019 MonSal Fac hon-Salaried Faculty

€] B @ Trusted sites

Step Action
36. Click an entry in the Description column.

Off Campus Approver
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Q-0 HRG LK -5 - JE B
# MaineStreet

Mew Window | Help | Custamize Page | W&

Add Person of Interest

John Poi Person ID: 0041684

Person of Interest Type: Man Payroll Persons

Finel | View a1l First [ 1 o1 1 ] Last
*POlinstance:| 1 pol category: 10008 U o campus approver FE=

Business Unit:| % Begin Date: | ) End pate:|
Department: QU Last Update:
Location: 58 by: 0012790
Reports To: Q

iption (Used by phone di

Comment:

0K ‘ Cancel Apply

&) Done B @ Trusted sites

Step Action

37. Click the L ook up Business Unit button.
38. Click an entry in the Description column.

| University of Maine Farminutnn"

39. Enter the desired information into the Begin Date field. (Optional )
40. Enter the desired information into the End Date field. (Optional)
41. Click the Look up Department button.

(Optional)

[
42 Enter the desired information into the Department field.
43. Click an entry in the Description column.

|Emer\t Community At Center |

Last changed on: 11/16/2010 2:19 PM Page 21
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Step Action

44, Click the Look up Location button.
(Optional)
&l
45, Enter the desired information into the L ocation Code field.
46. Click the L ook Up button.
47. Click an entry in the Description column.
48. Enter the desired information into the Reports To field.

NOTE: Optional field that will alow supervisor to see POI information on
Manager Self-Service panels.

49, Enter the desired information into the Description (Used by phone directory)
field. (Optional)

50. Enter the desired information into the Comment field. (Optional)
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MaineStreet

-0 HRB|LHFe RS m-LHS

# MameStreet

Home:

NewWindow | Help | Customize Page |

Add Person of Interest

John Poi Person ID: 0041894

Person of Interest Type: Mon Payroll Persons

POl Instance

POl instance:| 1 *poI Category: 10008 U o campus Approver =
Business unit: M50 R University of Maine Farmingtan Begin Date: (15/01/2010 & gng pate: 05012011 [
Department; FEART A Emery community Art Genter Last Update:
Location: F00100 U Farmington Campus by 0012790

Reports To: 00010011 QL Grantang contact Administrat 0010017 Kathyn Carsan

Description (Used by phone directory)
‘Oﬁcampus Approver |

Comment:
Non-Emplayee Approver ‘

ok | cancel Apply

&) Done B @ Trusted sites

Step Action
51. Click the OK button.

o]
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@v‘

RE6Lke s u-Jd 3

MaineStrees

Mew Window | Help | Customize Pac Saved

 Bingraphical Details || Contactinformation | Regional [ Organizational Relationships

John Pai Person ID: 0041884
Choose Org Relationship to fdd

Employee
Contingent Worker

Person of Interest | Mon Payroll Persons v |

Checklist Code: | ) Goto Person Checklist.

@sWeJ [=] notify @Prevmuslah] & Nexd ] f:,RevreshJ [Estdd | ElUpdsteDisplay | /& Include History

Details | Contact Infarmation | Regional | Organizational Relationships

&) Done B @ Trusted sites

Step Action
52. Click the Save button.

NOTE: This process does not create an e-mail address. Y ou must send an e-mail
reguest containing the Name and | D of the POI to: oper ations@maine.edu.

53. End of Procedure.
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